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requirements applicable to all employ-
ers employing covered employees, in-
cluding the general requirements relat-
ing to the posting of notices, the pres-
ervation and location of records and
similar general provisions. Subpart A
also contains the requirements relating
to the records which must be kept for
exempt executive, administrative, and
professional employees and outside
salesmen. Subpart B deals with infor-
mation and data which must be kept
with respect to employees who are sub-
ject to other exemptions and provisions
of the Act.

§779.513 Order and form of records.

No particular order or form of
records is prescribed by the regula-
tions. However, the records which the
employer keeps must contain the infor-
mation and data required by the spe-
cific sections of the regulations which
are applicable. In addition, where the
employer claims an exemption from
the minimum wage or overtime or
other requirements of the Act, he
should also maintain those records
which serve to support his claim for ex-
emption, such as records of sales, pur-
chases, and receipts.

§779.514 Period for
records.

preserving

Basic records, such as payroll
records, certificates issued or required
under the Act, and employment agree-
ments and other basic records must be
preserved for at least 3 years. Supple-
mentary records such as time and earn-
ings cards or sheets, wage rate tables,
work time schedules, or order, shipping
and billing records, and similar records
need be preserved for only 2 years.

§779.515 Regulations should be con-
sulted.

This discussion in subpart F of this
part is intended only to indicate the
general requirements of the record-
keeping regulations. Each employer
subject to any provision of the Act
should consult the regulations to de-
termine what records he must main-
tain and the period for which they
must be preserved.
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